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1. PURPOGSE AND SCOPE. This Program Statenent establishes the
procedures for billing and recording the Trust Fund's percentage
of enpl oyee organi zati ons vendi ng machi ne profits.

The Program St atenent on Enpl oyee Organi zations states that 15
percent of enployee organi zation profit derived from vendi ng
machines in visiting roons or other inmate-use |ocations shall be
paid to 15X8408. In order for the Trust Fund operation to match
i ncone and expenses, it is necessary for enployee organi zations
to make these paynents once each quarter based on the
Governnment's fiscal year.

2. DI RECTI VES REFERENCED

P.S. 2000. 02 Accounti ng Managenent Manual (10/15/86)
P.S. 3721.04 Enpl oyee Organi zations (02/24/92)

3. STANDARDS REFERENCED

a. Anerican Correctional Associ ati on Foundati on/ Core Standards
for Adult Correctional Institutions: None

b. American Correctional Association 3rd Edition Standards for
Adult Correctional Institutions: 3-4031, 3-4044

c. Anerican Correctional Associ ati on Foundati on/ Core Standards
for Adult Local Detention Facilities: None

d. Anerican Correctional Association 3rd Edition Standards for
Adult Local Detention Facilities: 3-ALDEF-1B-18

4. MAKI NG PAYMENTS. Each enpl oyee organi zati on shall pay a
total of 15 percent of the commi ssions derived fromCass 1
vendi ng machi nes (as defined the the Program Statenent on

Enpl oyee Organi zati ons) once each quarter based on the
Governnment's fiscal year. The paynents shall be nmade during the
month follow ng the | ast nonth of each quarter (January, April,
July, Cctober).

5. ESTABLI SHI NG THE ESTI MATED ACCOUNTS RECEI VABLE. The
Controller shall ensure that prior to the end of each quarter an
accounts receivable is estimated and established in the General
Ledger. This shall be acconplished with a 40 transacti on using
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Sub- obj ect 2691 and entering the estinmated receivable in the
unbilled colum. This will generate entries to debit 136.1
Unbi |l Il ed I ncome Receivabl es - Enpl oyee Organi zations, and credit
715.3, Inconme - Enployees' C ub Vendi ng Machi nes.

6. COWUTI NG THE QUARTERLY EMPLOYEE ORGANI ZATI ON VENDI NG MACHI NE
PROFI T PERCENTAGE. During the first nonth of the foll ow ng
gquarter, the quarterly 15 percent profit percentage shall be
conputed by the enpl oyee organi zation and verified by the Ofice
of Financial Managenent.

7. BILLING THE EMPLOYEE ORGANI ZATI ON AND ESTABLI SHI NG THE
ACCOUNTS RECEI VABLE. Once the quarterly amount due is verified,
t he enpl oyee organi zation shall be immediately billed. A 40
transaction shall be prepared to reverse the estimated receivable
by entering a negative anmount in the unbilled colum, and the
actual billed amount shall be established in the billed anount
colum. This will reverse the anbunt in the 136.1 Account and
generate entries to debit 136.2, Incone Receivable - Enployee
Organi zations. Refer to the Accounting Managenent Manual
Chapter 10572, for information pertaining to the maintenance of
accounts receivabl es.

8. COLLECTI NG THE EMPLOYEE ORGANI ZATI ON VENDI NG MACHI NE PROFI T

| NCOVE. Paynent shall be nade to the Trust Fund by each enpl oyee
organi zation prior to the end of the first nonth of each quarter.
Upon recei pt of the collection, the billed amount nust be
reversed and the amount collected nust be entered in the

coll ected colum of a 40 transaction. This wll generate entries
to reverse the accounts receivable amunt in the 136.2 Account
and debit 110.2 - Collections.
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